APPLICATION FOR RECORDS RETENTION SCHEDULE DA T O LS AND TISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. "Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
Attention: Scheduling Section. -

FOR AGENCY USE 1. Agency Mdrass ) o FOR RECORDS MANAGEMENT USE

-1 Application Date ) s ' Application Number
April 1982 Depzftrtment of Enliucat;on _
Office of Planhing and Development 2..
Application Number Associate State Superintendent Date Recsived Date Completed
Atlanta, Georgia 30334 I'A_FR_ 2 01982 l MAY 6 1982
2. Person to Contact Working Title Telephone Number
Patricia D. Anderson Administrative Secretary 656-2410

3. Action Requested
a. o Establish Retention Schedule; record will continue to accumulate.
b. DO Dispose of present accumulation; no further accumulation anticipatad.

c. 1 Amend Application No. Check One: O Change; O Supercede; O Void
4. Dates of Sevias 5. Records Series Title (followed by title used in office; if different]
Earliest - Latest Office of Planning and Devel opment State Board Committee F1 les
1978 I present 7 o
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Office of Planning and Development is responsible for providing state-level
leadership to plan, administer and evaluate programs in the areas of Adult and Continuing
BEducation, GED {(high school equivalency certificates), Pupil Personnel and Guidance,
Visiting Teacher Services, Career Education, Educatiocnal Improvement, Staff Development,
Teacher Education, Performance-Based Certification, Teacher Certification, Student
Assessment, School Psychology Services, Proprietary Schools, Private College/University
Programs, Public School Standards, and Planning, Research and Evaluation.

7. Rocord Series Description This file contains the foliowmg documents {include form numbers and titles, if any):
- Attach samples of the file.

Documents relating to: . . .
" n recommending action to be taken by State Board of Education as a

result of staff and Board committee review of proposals affecting

included are: new, renewed and changed policy pertaining to the above areas.
copies of Board Committee meetings; working papers used in
formulating recommendations and final recommendations to the Board.
Also included may be correspondence and memos to and from the Board
members and other departmental personnel related to program ’
recommendations and activities.

File is arranged: : : ; . .
chronolegically by Board meeting date as well as by title of Committed.
8. Monthly Reference Rate How often are records referred to which are: ' - - ~
Onetosixmonthsold ______; Seventotwelvemonthsold_— - __ _; Thirteen to twenty-four monthsold _______;
“twenty-five monthsandolder 2 . S

9. Annual Rate of Accumulation of Records =

—-: Logal-size drawers ;Shelves _________; Other (specify) _

"Letter-size drawers

AR_S0-71 Rev.78 i "~ {Over)




YES

NO | 10. Questionnaire  {Place an ”X* in the proper column)

a. Is this the official copy of the series? )
If not, where is it? ' :

X b. Does the series contain confidential information requiring security handling? If yes, i:te law or regulation.

X c. Is this » vital record?

d. Does this series have historical or long term research value?

M_is.b_u@ed_uleimg_ngm

€. When one or two documents in the file make it moeﬁary to keep the entire file for a long period, could these

X 1| f 15 the information contained in this series ever pubtished? If ves. attach copy,

% g. Is the information contained in this series ever analyzid and/or reeorded ina wmmanzed report?
i ves, attach copy,

h. Is there a duplication of this series in your office, or in another offme or agency7
X | M ves where?

X | i, lsthis series for a major portion of it) reqularly microfilmed?

x b__ji. Does the record serjes result in a computer printout?

1.

Retention Requirements The following requires the series to be kept:

a. State Law years, : d. Audit period
b. Statute of limitation years. e. Administrative need 1

__years.
years.

c. Federal law years, ' f. Federal retention instructions

Attach copy or excert of laws or regulations. Explain administrative need,

~ .

years,

12

Approved Disposition Instructions  This agency recommends that the file series be cut off at the end of each:

then,

&1 Calendar YearE'D Fiscal Year; O Other

El Holdinthe current filesarea___~ _morith{s) __ 1 __year(s): then
O Transfer to local holding area; hold ____________ year{s); then

. [J Transfer to State Records Center;hold ____year(s); then

O Destroy.
Kl Transfer to State Archives for permanent retention.

O Other (Specify)

These instructions apply to al! prior and future accumulations of the series.

Date

| Agepcy Head/Designes (Signature) ,

Records Management Officer  (Signature)

ignaty _pate
% i{éfﬂ/é;

Date

y ' N\ State Records Commi {Signature)
Recommendations in para- : ‘;‘ 1 d’ 2 /
graph 12 are approved. State Auditor/Designee \ )

S-y- L

{If disapproved, attach letter 9
of explanation.) Sea%&atefbesigme {0 LrrelQ M

‘2’—2_3-;7

—

' Attorney General/Designee f’/ 'é
AR—S0-71; Rav.76 ~{Rem Sids,




